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Bluebeam File Upload Instructions 
 

Step 1:  Complete the applicable Land Development/Permit Application form, with signatures, and scan it. 

Step 2:  Complete the B&D Application Upload Form: 

 Select your Application Type:  

 

 Enter the contact information for the person submitting the form: 

*You may add up to four additional Engineering Firm Contacts/Representatives who may be registered to access 

the project file by clicking “Add Another Applicant”: 

 

 

 Upload your signed, scanned application form: 

*Please only upload your application.  Once your application/permit number has been assigned, you will be able 

to upload electronic project files in Bluebeam. 

 
 Click “Sign” to type or draw your signature, then click “Submit”: 
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 You will receive an e-mail notifying you that your form has been submitted: 

 

 You and any additional contacts you entered on the form will receive an e-mail once your application/permit 

has been entered into the Land Management System, identifying your application/permit number and your 

Bluebeam Project ID: 

 

Step 3:  Upload your Electronic Project Files in Bluebeam: 

 

 You will receive an email with an invitation to the Bluebeam Project. Once received, please click “Join 

Project”. 
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 Once “Join Project” is selected, an internet browser window will open with multiple options to join the 

project. Please select “Open in Revu”. 

 
 

 Once you have selected “Open in Revu”, if you haven’t already, you will be prompted to download Bluebeam 

Revu. Please follow the on screen prompts to download the Revu software. 
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 Once you have opened in Revu, you will be directed to either “Sign In” or “Create Account”. If you already 

have an account, please sign in. If you do not have an account, please follow the Bluebeam Studio Create 

Account directions. 

 

 
 

 

 Once logged in, your screen will look like the following: 

 

 
 

 Navigate to the “Initial Submissions” Folder. 
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 Once in the “Initial Submissions” folder, please select “Upload Files”. 

 

 

 

 Once all files have been uploaded, your screen will look like the following: 

 

 
 

 

 Once all files have been uploaded, your initial document submission is complete. The project will then be 

assigned to a Project Manager. After a Project Manager has been assigned and has complete their minimum 

submission checklist, you will receive communication with further instructions. 


